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Accessing the Attendance Screen 
From the home page hover your mouse over SIS Applications until you see the drop down list, then click 
on Attendance or if you have Attendance set on the home page click on that. 
 

 

 

Once Attendance is selected the next screen will look like this (based on permissions):
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Class Entry 
This screen replaces the highlighted module from FoxPro/desktop 

 

Go to Home Page > Attendance > Class Entry 

 

For Secretaries/Office  

Once you’ve launched the Class Entry screen, you will need to select Track, Teacher, Term and Period 

from the drop-down lists. 

 

For Teachers 

Once you’ve launched the Class Entry screen, you will need to select Track, Term and Period from the 

drop-down lists if you are assigned to more than one track.  

Default to:  Track / Term /1st Period (for elementary) or if you are only assigned to one track and have 

only one period (for secondary)
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Entering Attendance Codes 
 

 Enter an appropriate attendance code for each student.  
              Click on Legend to the right of the drop down selectors to see what each attendance symbol      

stands for.  Teachers can see what the codes mean that are put in by the office and also see what codes 
they are allowed to put in. 

 
 

 
 
 Press Cancel to change the codes back to what they were before you made any changes. 
 After entering the codes, press Save.  You will see a confirmation at the top of your screen: 

                                         
 NOTE: If you haven’t taken roll in a few days, when you open the Attendance screen and press 

Save, all the blank fields up to and including that day’s date will put the “Present” mark in them. 
 

Displaying the Attendance Summary 
 

Drag the scroll bar to the left to see a summary of absences and tardies for the selected term. 
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Using the Icons 
 

Note the card to the left of the students name, hover your mouse over this and you will see the following 
icons. 
 

   
 
 
 
Emailing Individual Students 

Click on the  to the left of a student’s name to send an email to an individual student. The following 
screen will display. You can select additional students to include in the email. You can also choose to send 
the email to the students’ contacts. 
  

 
 

Displaying an Attendance Report 

Click on the  to the left of a student’s name to display an attendance report for the student. 

Displaying the Student Profile 

Click on the  to the left of a student’s name to display the student’s profile. 
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Emailing a Period 

Press Email Period to send an email to the entire period. 

 
 

If you have segments within a period, click on Separate Classes and you will see an email icon next to the 

course name.  Click on the icon to email only the students listed under that course name. 

 

 

The Hidden Menu 
 

Be aware of the “hidden menu”, which is accessed by hovering your mouse over the name and date in the 

top right corner. Of particular interest is the ability to Show Inactive students in the attendance screen. 
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The inactive students will have an asterisk (*) next to their name. 
 

  
 

Go back to the hidden menu and press Hide Inactive to hide those students from view. 
 

Entering Lunch Counts 
For elementary and secondary schools, you can enter the lunch count for the class.  Enter the number of 
students eating lunch on the specified date.  This is a permission that needs to be added for teachers in 
the ‘teacher’ group. 
 

 

Rapid Entry 
This screen replaces the highlighted modules from FoxPro/desktop.

 

Go to Home Page > Attendance > Rapid Entry 

 

1. Select Track:    2. Select the Attendance Code:     3. Select the Attendance Date(s) either by Date 
Range or Period Range, the date will default to the current date.    4.  Add Student(s) From Search 
(individual students), Group or Class, when adding multiple students the Attendance Code and 
Attendance Date(s) selected will apply to all students listed on the left side of the screen.    5.  If you 
would like to add a Phone Log, check the box and type in a comment, the comment will apply to ALL 
individual students listed on the left side of the screen, but not the Groups or Classes. 
 
NOTE:  When adding individual students you will see two icons to the right of the student names, when 
clicking on the first icon, you will see all phone log entries for that student.  When you click on the second 
icon, it will add all siblings to the list that are in the same Track.   
 
You can delete a student, group or class by clicking on the red X to the left of the names. 
 



SIS 2000+ Attendance 
 

© 2012 Utah State Office of Education – SIS 2000+ Attendance Page 10 
 

 

 
 

If you put the wrong Attendance Code in and save, you will then have to go to the individual student or 
class entry screen and make the correction there.  The Rapid Entry screen will not let you override 
previously entered Attendance Codes. 
 

Student Entry 
This screen replaces the highlighted module from FoxPro/desktop, which allows you to look up a student 
and see his/her attendance history. 
 

 

Go to Home Page > Attendance > Student Entry 
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Note: To include exited student in the search, click the box next to Include Exited: 
 
When searching for a student, type in identifying information such as the Student Identifier, Last Name, 
or First Name then press Search.  You can type in a few letters and press Search.  A list of student names 
will appear select the one that you want.  
 

 
 
The following screen will come up. 
 

 

                                                            
 
Class (course) Information will always display at the bottom of the screen for the default attendance day.  
If you click on a different attendance day (cell), the display of class (course) information will change if a 
different teacher and course are assigned.   
 
If any changes were made, press Save. 
 
Click on Legend to the right of the drop down selectors to see what each attendance symbol stands for. 
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Utilities 
 

 

 

Click on the icon and the following screen will look like this. 

 

 

Note: To include exited student in the search, click the box next to Include Exited: 
 
 
When searching for a student, type in identifying information such as the Student Identifier, Last Name, 
or First Name then press Search.  You can type in a few letters and press Search.  A list of student names 
will appear select the one that you want.  
 
 

 
 
The following screen will come up; you may edit or delete the phone log entry. 
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Reports 
 

Below is an explanation of what was done for each report. 

Attendance Collection Status 

No changes were made. 

 

 

 

1. Select Track 
2. Select Formatting Options 
3. Select Filtering Options, Defaults to today’s date in both selectors 

 

Attendance Phone Log 

Previously no Phone Log report on FoxPro, one already existed on the Web and the following changes 
were made to the report. 
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1. Select Track 
2. Select Term 
3. Select Filtering Options 
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Class Attendance 

Combined the two reports highlighted in the FoxPro menu into one report that is highlighted in the Web 
menu.   
 
Class Attendance Reports max out for a term duration between 75 days – 80 days on displaying on the 
report.  If your school has a term or trimester duration more than 75 days – 80 days, the report will cutoff 
the last days of data that continue past 75 days – 80 days.  But, the totals will be correct.  Example: Term 1 – 
90 days Term 2 - 90 days Or Term 1 – 100 days Term 2 – 80 days Or Term 1 – 180 days. 

 

 
 
For Secretaries/Office  
 

 
 
 

1. Select Track 
2. Select Teacher 
3. Select Term(s) 

4. Select Filtering Options 
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For Teachers 
 

 
 

1. Select Track 
2. Select Term(s) 
3. Select Class 
4. Select Filtering Options 
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NOTE:  Your attendance codes may be different than the codes shown here. 

Consecutive Absent Audit  

New report was created. 
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1. Select Track 
2. Select Filtering Options 

 
NOTE:  As of date will default to the beginning of the school year to current date, and the Number of          
Consecutive Absent Days will default to 10.  Your attendance codes may be different than the codes 
shown here. 
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Daily Attendance 

No changes were made. 

 
 

 
 

1. Select Track 
2. Select Sorting Options 
3. Select Filtering Options 
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Perfect Attendance 

New report was created. 
 

 

 

 

1. Select Track 
2. Select Term(s) 
3. Select Sorting Options 
4. Select Filtering Options – Holding down Ctrl key allows user to select multiple codes. 
 

NOTE:  Students may not appear in report based on the filtering options selected.  
               Your attendance codes may be different than the codes shown here. 
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School Absences by Race 

Previously no School Attendance report on FoxPro, one already existed on the Web and was renamed 
School Absences by Race.  The following changes made to the report are, added a breakdown of absent 
codes used, including percentage.   
 

 
 
 
 

 
 
 
 

1. Select Track(s) 
2. Click Continue 
3. Select Filtering Options 
 

 
NOTE:  You may select multiple schools for this report. 
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NOTE:  Your attendance codes may be different than the codes shown here. 
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School Attendance By Class 

Previously no School Attendance by Class report on FoxPro, one already existed on the Web, below is an 
example of the changes that were made to the report. 
 

 

 

 

1. Select Track 

2. Select Filtering Options 
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School Attendance for Special Education 

New report was created. 
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1. Select Track 
2. Select Term(s) 
3. Select Filtering Options 
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Student Absence and Tardy 

Combined the multiple reports highlighted in the FoxPro menu into one report that is highlighted in the 
Web menu.   
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1. Select Track 
2. Select Term(s) 
3. Select Student(s) – If you select All Students you will see more filtering options than if you selected 

an individual student or a group of students. 
4. Select Filtering Options - For excessive absences or tardies, you cannot select both at the same 

time. 
        

NOTE:  Your attendance codes may be different than the codes shown here. 
 

 
Total Absent Days is calculated by the settings in the Calendar (example below) 
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Student Attendance 

Combined the report highlighted in the FoxPro menu with the report that is highlighted in the Web menu. 
 

 
 
 

 
 

1. Select Track 
2. Select Term(s) 
3. Select Student(s) 
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NOTE:  Your attendance codes may be different than the codes shown here. 
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Student Attendance Detail 

No changes were made. 
 

 
 
 

 
 

1. Select Track 
2. Select Term(s) 
3. Select Student(s) 
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NOTE:  Your attendance codes may be different than the codes shown here. 
 
 
Master Absence List 
No changes made. 
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1. Select Track 
2. Select Sorting Options 
3. Select Filtering Options 
4.  
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Class Roll Worksheet 
 
Did not create a new report in the Attendance module, one already exists in Gradebook. 
 

 
 
 

 
 

 
 

 
 
 
 


